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To go to the next slide 
1) Click the mouse 
2) Press the SPACEBAR  
3) Press the ENTER key or
4) right click on mouse and do one of the following



3.
It will be your first.last name

Getting into the 

ITEIP Data 

Management 

System 

requires: 1) 

Bring up 

Internet 

Explorer or 

Netscape;

2) either type 

in the Internet 

address of the 

ITEIP Data 

Management 

System or 

select it from 

your favorites; 

3) Type in your 

user name and 

password.

If you haven’t 

already done 

so, save the 

address in your 

favorites.

It will be whatever password you have set up.

2For additional information about ITEIP please access the ITEIP Web Site - http://www.dshs.wa.gov/iteip
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This presentation includes ITEIP Data Management System 
screens and reports that is currently being used. It includes 
both input screens and output documents.  

The input screens are used to type in information about the 
child and family.  The output documents are the printed 
documents including the IFSP that come from the ITEIP 
Data Management System.  The input screens are 
designated by             on the screen.  The output 
documents are designated by                      . 

ITEIP Data Management System Input screens and 
Output Format

Input screen

Displayed/Printed output
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Click on 
lesson below

Lesson 2

You can select to view just the “How drill down using the IFSP 
Compliance Report to identify where there are problems with 

Indicator data” or “How to Fix Indicator data issues”.

How to fix Indicator data issues

Entering data shown on the IFSP Compliance Report

How to drill down using the IFSP Compliance Report
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Entering data shown on the IFSP 
Compliance Report



6

We will look at 
each reporting 
area of the IFSP 
Compliance Report 
to identify how 
the data is 
entered for each 
of the reporting 
areas.
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There are 5 Compliance 
Indicators which are reported 
annually to the Office of 
Special Education Programs 
(OSEP) and 2 other items 
reported here.  

The Compliance Indicators 
are;

Service Start date (Indicator 
1),

Initial IFSP completed on 
time (Indicator 7), 

IFSP with transitions steps 
and services (Indicator 8A), 

Notification to the Local 
Education Agency (school 
District) (Indicator 8B,

Transition Conference on time 
(Indicator 8C). 

These Compliance indicators 
need to be 100% on time to 
meet federal requirements.

The other items 6 Month 
Review and Annual IFSP are 
not reported to OSEP, but 
are here for your monitoring.
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The first area reported is  
- Service Start date 
(Indicator 1),

A calendar event appears 
on the ITEIP Today page 
for this required data.

The data is entered on the 
Services Wizard page.

The ITEIP Today calendar 
event disappears once the 
page has been Saved.

If the date is entered 30 
or less from the current 
IFSP completion date 
(Initial, Team Amendment 
or Annual) the On-Time 
count is increased. If the 
date is more than 30 days 
from the IFSP completion 
date, and Exceptional 
Child/Family Reason has 
been selected, the Late –
Exceptional Family 
Circumstances count is 
increased. If the reason 
for being late is Other, 
then the Late – Other 
count is increased. 
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The next Compliance 
Indicator reported is  -
Initial IFSP (Indicator 7),

The data is entered on the 
IFSP Checklist page when all 
other IFSP components have 
been entered.  The data is 
entered when the This IFSP 
is complete box is checked 
and a date is entered into 
the Date Parents Signed 
IFSP (Completion Date):  

The IFSP is late if the date 
entered is more than 45 days 
from the Referral Date 
entered on the Start of 45 
Day Clock page. If the date 
is more than 45 days, you 
have two options for entering 
the cause for delay beyond 
due date; 1) Exceptional 
Child/Family Reason and 2) 
Other.   If you select 
Exceptional Child/Family 
Reason it will be added to 
the Late – Exceptional Family 
Circumstances when entered 
which is considered not late. 
If you select Other, it will 
be counted in Late – Other.  
If you have not entered 
anything past the due date it 
is counted as Overdue until it 
has been entered.
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The next Compliance 
Indicator (Indicator 8A) 
is Transition Plan with 
transition steps and 
services entered.  This 
report is intended to 
report all Transition 
Plans that include Steps 
and Services.  

The information required 
is entered on the 
Transition Plan Screen 
by clicking the box 
stating that the 
transitions steps and 
services have been 
identified and included 
on this plan.

If this box is checked it 
will count in Steps and 
Services Included and if 
it has not been checked 
it will count in Steps and 
Services not Included.

NOTE: You have to click 
the steps and services 
box before you can enter 
a date of the transition 
meeting.
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The next Compliance 
Indicator report is to 
determine if the 
“Notification to the Local 
Educational Agency (LEA), if 
a child is potentially eligible 
for Part B (Indicator 8B) has 
occurred in a timely manner 
which is between 9 months 
and 90 days. 

The information required for 
this report is entered 
through a Calendar entry as 
indicated on the ITEIP 
Today screen.  

The LEA notification can 
occur as early as nine 
months before the child 
turns 3. It is late if it 
occurs less than 90 days 
before the child turns 3. You 
cannot enter a date which is 
greater than 9 months 
before the child’s third 
birthday.

To enter the date you need 
to click on the calendar 
event, then enter the date 
here in the “Completed 
Date:” field, then click 
Save.  Then the calendar 
event will go away and you 
will have a Yes count on the 
report.
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The next Compliance Indicator 
report is “Transition Conference, 
if child potentially eligible for 
Part B (Indicator 8C) The 
Transition Planning Meetings 
which result in a Transition Plan 
is required to be held between 9 
months to 90 days before the 
child’s 3rd birthday or that there 
is a valid Exceptional Family 
Circumstance indicated.

Although there is a ITEIP Today 
calendar reminder, the date 
must be entered on the 
Transition Plan screen. The steps 
and services box must be 
checked and the date entered. 
Once the date has saved in the 
ITEIP Data Management 
System, the calendar reminder 
will disappear.

If the date is less than 90 days 
before the child’s third birthday, 
you have two options for entering 
the cause for delay; 1) 
Exceptional Child/Family Reason 
and 2) Other.   
If you select Exceptional 
Child/Family Reason it will be 
added to the Late – Exceptional 
Family Circumstances when 
entered which is considered not 
late. If you select Other, it will 
be counted in Late – Other
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There are two other items 
reported on the IFSP Compliance 
Report that are not reported to 
OSEP.  They are: 6 Month Review 
and Annual IFSP. 

The 6 month review data is 
entered through the calendar 
entry on the ITEIP Today 
Calendar page.

Once the calendar item date has 
been clicked the Calendar Event 
Details page appears.  Once the 
date has been entered, the ITEIP 
Today Calendar event disappears 
and report count is updated.  If 
the date entered for the  Initial 
IFSP complete, entered  on the 
IFSP Checklist page, is 6 months 
or less from the date entered on 
the Calendar Event Details for 
the 6 month review date, the On 
Time is increased.  If the date 
entered is more than 6 months 
beyond the IFSP Completion date, 
the Late count is increased. if 
the date has not been entered on 
the Calendar Event page and it is 
more than 6 months past the 
Initial IFSP completion date, the 
Overdue count is increased.  Once 
a date has been entered the 
Overdue date count is decreased 
and the appropriate count is 
increased.
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The next item reported on the 
IFSP Compliance Report that is 
not reported to OSEP, is the 
Annual IFSP. 

When an item appears on the 
ITEIP Today Calendar stating 
that IFSP Due – Annual Review, 
you need to enter the Annual 
IFSP date on the IFSP 
Checklist page.  Once entered 
that ITEIP Today calendar 
event will disappear.

To get to the appropriate child 
record you need to select the 
child from the Active Children 
list on the ITEIP Today page.’

The Annual Review date is 
entered on the IFSP Checklist 
page by selecting Add New and 
entering the date on the 
resulting page after the 
required fields have been filled 
in.  If the date entered is less 
than one year after the 
previous IFSP completion date 
entered then a count is added 
to On Time.  If the date 
entered is one year or more the 
Late count is increased and if 
the date for the Annual IFSP 
has passed and no date has 
been entered, The Overdue 
count is increased.
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How drill down using the IFSP Compliance Report

HINT: Clean up the Calendar reminders on 
the ITEIP Today screen and you will most 

likely greatly improve your Indicator 
compliance.
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Definitions:
Intake- Recording of initial call or interview information.
Initial Contact Date- Date of initial call or contact. (Does NOT start 45 Day Clock)

Input screen

This is the ITEIP 
Today page which 
includes the 
ITEIP Calendar, 
and
Reports.  

Help
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After selecting 
Reports we need 
to select IFSP 
Compliance Report 
from the 
Management 
Reports section.

Input screen
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After selecting 
Reports we need 
to select IFSP 
Compliance Report 
from the 
Management 
Reports section.

Input screen
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We will use the 
Service Area 
(Lead Agency) 
Spokane for our 
example.

Step 2 - We 
want a report 
that incorporates 
the entire 
Service Area, so 
we select Service 
Area – Spokane.  
Step 3 – select 
All Results 
Combined in One 
Report.

This will give us 
an overall view of 
this Service 
Area.

The Same applies 
for an Agency by 
selecting the 
Agency in Step 
2.

Input screen
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Now find the 
Indicator counts 
for which you 
need more 
information, for 
example the 
Initial IFSP late 
– Other Initial 
IFSPs, 
Transitions Steps 
and Services, 
LEA (school 
District) 
notifications, etc.

Displayed/Printed output
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Then select Back 
at the bottom of 
the screen. You 
will get the 
following screen 
in which you need 
to select the 
date range you 
want the report 
for (hint, for 
most reports you 
need not start 
before October 
1, 2008, because 
before that date, 
only the Initial 
IFSP , 6 month 
review and the 
Annual IFSP data 
were reported).

Step 1 – enter 
date range for 
the report.
Step 2 – select 
what agencies 
and FRCs are to 
be included in the 
report.
Step 3 – select if 
you want the 
report to be for 
the entire area 
selected in Step 
2 or each Agency 
or FRC 
separated.

Input screen
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Note: these examples were taken from the ITEIP test system and do not reflect actual agencies, FRCs or counts.

We run the 
report again 
selecting the 
Service Area (in 
this example I 
have selected 
Spokane) in Step 
2 and Each 
Agency Area 
Separated in 
Step 3. This will 
give us the 
following report. 
Select Begin 
dates of October 
1, 2008 or later 
as the rules for 
creating the 
counts were in 
the ITEIP Data 
Management 
System starting 
Oct. 1, 2008.

Now you can see 
if it is one or 
more agencies 
having data entry 
problems or not 
meeting the 
federal timeline 
for Indicator 
data.

Displayed/Printed output
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Next we need to 
see if there is an 
agency or FRC 
that is getting 
their IFSPs 
completed later 
than 45 days or 
is late with LEA 
notifications by 
selecting these 
options for Steps 
2 and 3.

We can see from 
this report that  
Agency #1 has a 
high “Steps and 
Services Not 
Included” count.  
You can drill down 
to the FRC level 
to see if one or 
more FRC is 
having trouble 
with Transition 
Steps and 
Services.  

Displayed/Printed output
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We do this by 
selecting the 
Agency #1 in 
Step 2

and Each FRC 
Separated in 
Step 3.

Input screen
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By using this drill 
down, you can 
determine who 
may be having 
problems with 
Service Start 
dates (Indicator 
1), Initial IFSPs 
not being entered 
in a timely 
manner (Indicator 
7), Transition 
Plans without 
Steps and 
Services 
(Indicator 8A), 
late LEA (School 
District) 
notification, and 
late Transition 
Plans. 

Displayed/Printed output
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To check for 
more information 
about late IFSPs 
or Transition 
Plans, you can 
run the “Required 
Fields Status” 
report for more 
detail regarding 
this FRC’s 
assigned children.

Input screen
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From the 
resulting report 
you can 
determine who 
and for which 
child, Initial 
IFSPs and/or 
Transition Plans 
are late. .

Displayed/Printed output
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How to Fix Indicator data issues
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The easiest 
way to 
resolve most 
Indicator 
Compliance 
issues is to 
go to your 
ITEIP Today 
screen and 
resolve all 
red items 
under 
Calendar, as 
many of 
those will 
resolve poor 
Indicator 
counts.

Input screen



30

We will look at 
each reporting 
area of the IFSP 
Compliance Report 
to identify where 
the reported 
data comes from 
and then how to 
fix the 
performance 
issues.

Input screen
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We will start with 
the Service Start 
(Indicator 1) 
report area.  This 
is a Compliance 
Indicator and the 
target is that 
100% of the 
Actual Service 
Dates will be 
within 30 of the 
IFSP being signed 
or that there is a 
valid Exceptional 
Family 
Circumstance 
indicated.

You can check to 
see if there might 
be Actual Service 
Start dates due 
by checking the 
ITEIP Today 
Calendar to see if 
there are any 
entries in red.
You can see that 
in this example 
there are a few 
possible Actual 
Start Dates due. 
Click on the 
Calendar entry to 
fide which service 
is referenced.

Input screen

Displayed/Printed output
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Where is this 
data entered on 
the ITEIP Data 
Management 
System – It is 
entered on the 
Services Screen 
in the box titled 
“Actual Start 
Date:”

NOTE: This date 
must be entered 
on the Service 
Wizard screen 
and cannot be 
entered using the 
calendar.

When the date is 
entered on the 
Service Wizard 
screen, the 
calendar event on 
the ITEIP Today 
screen will be 
removed. 

If the date entered is 30 days or more past the IFSP completion 
date entered, you must check that it is late due to Exceptional 
Child/Family Reason or Other and fill in the delay reason.

Input screens

Displayed/Printed output

Input screen



Displayed/Printed output
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The next Indicator report  
is IFSP compliance.  The 
Initial IFSP count is for 
all completed IFSPs 
whether completed within 
45 days or not. The 
Initial IFSP timeliness is 
reported to the federal 
government as Indicator 
7, which is a Compliance 
Indicator and the target 
is that 100% of the 
Initial IFSPs will be 
completed within the 45 
days or that there is a 
valid Exceptional Family 
Circumstance indicated.
The 6 month review and 
Annual IFSP timeliness is 
reported here as well.

The information required 
is entered on the IFSP 
Checklist screen.  You 
must check the box 
indicating that you verify 
that this IFSP is 
complete and enter the 
date.  If it is past the 
45 day, it will prompt you 
to enter a reason.

Input screens



34

The next Indicator 
(Indicator 8A) is 
Transition Plan with 
transition steps and 
services entered.  This 
report is intended to 
report all Transition 
Plans that include  
Steps and Services.  

The information 
required is entered on 
the Transition Plan 
Screen by clicking the 
box stating that steps 
and services have been 
included.  

There is not a ITEIP 
Today calendar event 
for this Indicator, but 
there is one for the 
“Date of Transition 
Meeting:” and you 
need to click the steps 
and services box 
before you can enter a 
“Date of Transition 
Meeting:” date.

Displayed/Printed output

Input screen



35

The next Indicator 
report is to determine if 
the “Notification to the 
Local Educational Agency 
(LEA), if a child is 
potentially eligible for 
Part B (Indicator 8B).  
This is a compliance 
Indicator which requires 
100% compliance.  It is 
to determine if the LEA 
or School District is 
being notified in a timely 
manner. 

The information required 
for this report is 
entered through a 
Calendar entry as 
indicated on the ITEIP 
Today screen.  

The LEA notification can 
occur as early as nine 
months before the child 
turns 3.  It is late if it 
occurs less than 90 days 
before the child turns 
3.

To enter the date you 
need to click on the 
calendar event 
Then enter the date 
here in the “Completed 
Date:” field, then click 
Save.

Displayed/Printed output

Input screen



Displayed/Printed output
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The next Indicator 
report is “Transition 
Conference, if child 
potentially eligible for 
Part B (Indicator 8C) 
This is a compliance 
Indicator and requires 
that 100% of the 
Transition Planning 
Meetings which result 
in a Transition Plan will 
be held 9 months to 
90 days before the 
child’s 3rd birthday or 
that there is a valid 
Exceptional Family 
Circumstance 
indicated.

Although there is a 
ITEIP Today calendar 
reminder, the date 
must be entered on 
the Transition Plan 
screen. The steps and 
services box must be 
checked and the date 
entered. Once the 
date has saved in the 
ITEIP Data 
Management System, 
the calendar reminder 
will disappear.

Input screen



Thank You


